	OFFICE OF THE ATTORNEY GENERAL
VOCA Sub-Grantee On-Site Visit Checklist

	Sub-Grantee Information:

	Sub-grantee Name:
	

	Sub-grantee Address:
	

	Sub-grantee Director:
	

	Primary Contact:
	

	Phone number:
	(       )

	VOCA Grant #:
	

	Judicial Circuit:
	

	Date of on-site visit:
	

	OAG Staff Conducting Visit:
	

	Agency Staff Present During Visit (list all)
	

	
	

	VOCA PROJECT ONLY

Victims Served and Services Provided (check those that apply):

	Indicate all victim populations served through the VOCA-funded project according to Attachment A of the VOCA Agreement.

	Child Physical Abuse
	
	
	Survivors of Homicide 
	

	Child Sexual Abuse
	
	
	Robbery
	

	DUI/DWI Crashes
	
	
	Assault
	

	Domestic Violence
	
	
	Child Cybercrime
	

	Adult Sexual Assault
	
	
	Child Pornography
	

	Elder Abuse 
	
	
	Innocent Victims of Gang Violence
	

	Adults Molested as Children 
	
	
	Other (check for all other victims):
	

	
	

	Indicate all types of services provided through the VOCA-funded project according to Attachment A of the VOCA Agreement.

	Crisis Counseling
	
	
	Criminal Justice Support
	

	Follow-up Contacts
	
	
	Emergency Financial Assistance
	

	Therapy
	
	
	Emergency Legal Advocacy
	

	Support Groups
	
	
	Assistance with Victim’s Compensation - Mandatory
	

	Crisis Hotline Counseling
	
	
	Personal Advocacy
	

	Shelter/Safehouse
	
	
	Telephone Contacts
	

	Information and Referral
	
	
	Other (check for all other services):
	

	

	VOCA PROJECT ONLY

Administration of VOCA Project:
	N/A
	YES
	NO

	Does the sub-grantee maintain files on all clients?
	
	
	

	Are client files kept in a secure manner? (Example, locked file cabinets, password protected databases)
	
	
	

	Does the sub-grantee maintain all client files and program files for at least 5 years?
	
	
	

	Does the sub-grantee have a written record retention policy in accordance with the VOCA Agreement? 
	
	
	

	Does the policy include procedures/policies for disposal of records (paper or electronic)? 
	
	
	

	Is there an established procedure for data collection (statistical, qualitative or other) for the VOCA Monthly Performance Report?
	
	
	

	If “No” to any of the above questions, what corrective strategies were discussed?

	

	

	

	Does the sub-grantee measure performance of VOCA funded program (Example, peer reviews, client satisfaction surveys, self-evaluations, etc.)?
	
	
	

	Are there barriers to conducting evaluation(s)?
	
	
	

	Has the information gathered during evaluations had an impact on service delivery? 
	
	
	

	If “No” to any of the above questions, what corrective strategies were discussed?

	

	

	

	VOCA PROJECT ONLY

Staffing:
	N/A
	YES
	NO

	Does the sub-grantee have at least one staff that has a current Victim Services Practitioner Designation from the Office of the Attorney General per the VOCA Agreement? (Not required to see certificate.) 
	
	
	

	ENTIRE AGENCY – VICTIM SERVICES PROGRAM

Volunteers (including un-paid interns):
	N/A
	YES
	NO

	Does the sub-grantee utilize volunteers for victim services?
	
	
	

	Is there an established manner of recruitment for volunteers? 
	
	
	

	Does the agency have consistent/reliable source(s) from which volunteers are recruited?
	
	
	

	Does the agency have an established training process for volunteers?
	
	
	

	Is there a mechanism to assess the training needs of volunteers? 
	
	
	

	Is there a specific person(s) responsible for training and supervising volunteers?
	
	
	

	Are volunteer hours are documented (timesheets, sign in sheets, etc.)? 
	
	
	

	Are volunteer activities/duties documented (timesheets, sign in sheets, files, etc.)? 
	
	
	

	If “No” to any of the above questions, what corrective strategies were discussed?

	

	

	


	VOCA PROJECT ONLY

Volunteers (including un-paid interns):
	N/A
	YES
	NO

	Do volunteers provide services for the VOCA funded project?  
	
	
	

	Number of VOCA volunteers? (Indicate the number, even if zero)
	

	What is the average monthly commitment of volunteers related to the VOCA-funded project (hours/month)? (Indicate the number, even if zero)
	

	VOCA PROJECT ONLY

Service Identification & Provision:
	N/A
	YES
	NO

	Are the services being provided through the VOCA project by your agency meeting the needs of the victims you are serving?
	
	
	

	If “No” to the above question, what corrective strategies were discussed?

	

	

	

	Are the VOCA program services accessible to persons with disabilities (ensuring equal levels of service)? Check all that apply: 
	
	
	

	Designated parking?
	
	
	

	Ramp access to buildings?
	
	
	

	Alternative formats available for documents (Example, Braille, large text)? 
	
	
	

	Accessible restrooms? 
	
	
	

	Doorways and doors accessible?
	
	
	

	Sign language interpreter available? 
	
	
	

	Does the sub-grantee have a written plan to identify and address accessibility issues for crime victims served through the VOCA project?
	
	
	

	Is the sub-grantee able to provide access to VOCA program services for persons with disabilities through their financial resources or other community partners?
	
	
	

	If “No” to any of the above questions, what corrective strategies were discussed?

	

	

	

	Is the sub-grantee aware of any civil rights complaints from staff or clients during the grant period?
	
	
	

	Has the sub-grantee completed the Office of Justice Programs (OJP), Office for Civil Rights online training?
	
	
	

	Complete the Civil Rights Compliance Checklist
	
	
	

	VOCA PROJECT ONLY

File Review:
	N/A
	YES
	NO

	SEVEN files reviewed
	
	
	

	Do files specifically note date(s) of service?
	
	
	

	Do files specifically note service(s) provided? 
	
	
	

	Do files note the type of victimization/crime?
	
	
	

	Do the files specifically note the demographic information of the victim? 
	
	
	

	Do the files indicate assistance with victim compensation?
	
	
	

	Did the agency provide a copy of the back-up documentation submitted for the most recent monthly invoice?
	
	
	

	If “No” to any of the above questions, what corrective strategies were discussed?

	

	

	

	IDENTIFY THE LOCATION
	N/A
	YES
	NO

	Is Crime Victim Compensation information (brochures and/or posters) available in a prominent location within the facility and displaying the correct AG’s name?
	
	
	

	Is the Civil Rights Fact Sheet displayed in a prominent location within the facility?
	
	
	


	GRANT MANAGEMENT STAFF USE ONLY:

	Date reviewed by assigned GM:
	


*Submit all documents from the on-site visit to the Tallahassee office.  This includes the completed On-Site Visit Checklist, one month of back-up documentation, the completed Civil Rights Compliance Checklist, and the Fax Confirmation Form.
	DEFINITIONS:

	

	Assistance with Victim Compensation includes making victims aware of the availability of crime victim compensation, assisting the victim in completing the required forms, gathering the needed documentation, etc.   It may also include follow-up contact with the victim compensation agency on behalf of the victim.  This is a mandatory VOCA service.

	

	Criminal Justice Support/Advocacy refers to support, assistance, and advocacy provided to victims at any stage of the criminal justice process, to include post-sentencing services and support.

	

	Crisis Counseling refers to in-person crisis intervention, emotional support, and guidance and counseling provided by advocates, counselors, mental health professionals, or peers.  Such counseling may occur at the scene of a crime, immediately after a crime, or be provided on an on-going basis.

	

	Crisis Hotline Counseling typically refers to the operation of a 24-hour telephone service, 7 days a week, which provides crisis counseling, guidance, emotional support, information and referral, etc.

	

	Emergency Financial Assistance refers to cash outlays for transportation, food, clothing, emergency housing, etc.

	

	Emergency Legal Advocacy refers to the filing of temporary restraining orders, injunctions, other protective orders, elder abuse petitions and child abuse petitions, but does not include criminal prosecution or the employment of attorneys for non-emergency purposes, such as custody disputes, civil suits, etc.

	

	Follow-up Contact refers to in-person contacts, telephone contacts, and written communications with victims to offer emotional support, provide empathetic listening, check on a victim's progress, etc.

	

	Information and Referral (in-person) refers to in-person contacts with victims during which time services and available support are identified.

	

	Other Services refers to other VOCA allowable services and activities not listed in the options provided.

	

	Personal Advocacy refers to assisting victims in securing rights, remedies, and services from other agencies; locating emergency financial assistance, intervening with employers, creditors, and others on behalf of the victim; assisting in filing for losses covered by public and private insurance programs including workman’s compensation, unemployment benefits, welfare, etc.; accompanying the victim to the hospital, etc.

	

	Primary Victims are the people against whom the crime was directed, except in cases of homicide and DUI deaths where the primary victims are survivors.  In domestic violence situations, children of spouse abuse victims who receive services are also considered primary victims.

	

	Secondary Victims are people other than primary victims receiving services as a result of their own reaction to or needs resulting from a crime directed against a primary victim, e.g., the husband of a rape victim who receives counseling, non-offending caretaker of child abuse victims, etc.

	

	Shelter/Safe House refers to providing short- and long-term housing services to victims and families following a victimization.

	

	Support Groups refers to the coordination and provision of supportive group activities and includes self-help, peer, social support, etc.

	

	Telephone Contacts refers to contacts with victims during which time services and available support are identified.

	

	Therapy refers to intensive professional psychological and/or psychiatric treatment of individuals, couples, and family members related to counseling to provide emotional support in crisis arising from the occurrence of crime.  This includes the evaluation of mental health needs, as well as the actual delivery of psychotherapy.  Individuals who provide this service must meet the criteria outlined in the Florida Statutes (F.S.). 

	
	
	
	
	
	
	

	Unduplicated Victims are victims not counted on previous performance reports during the current grant period. Unduplicated victims may be either primary or secondary victims of crime. A person may be counted more than once only as a result of an entirely separate and unrelated crime during the reporting period, e.g., a domestic violence victim is victimized during a separate episode.
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